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Navigator

Step 1:  On the Navigator, go to UP Employee Self Service > SPMS > 

Performance Management.



Set Tasks and Targets

Step 2:  Go to Plan and on Set Tasks and Targets, Go to Task.

Step 3:  Click Add Tasks and Targets.



Create Tasks and Targets

Step 4:  Fill-up all the Required Fields. Note: You can still also fill-up other 

non-required fields, but it is optional.



Create Tasks and Targets

Step 5:  Click either Apply or Apply and Create Another.



Review and Submit

Step 6: Make sure that the Total Percent Distribution of all Targets 

equals to 100 before you submit.

Step 7: Click Finish to submit for Supervisor’s Approval.

Step 8: Click OK to confirm.


